FD 94-01 11/ 08/ 93
COURSE DEVELOPMENT PROCESS

1. PURPOSE. This directive and its acconpanyi ng manual
establish the policy and procedures for the Course Devel opnent
Process for all Federal Law Enforcenent Training Center (FLETC)
facilities.

2. SCOPE. The provisions of this directive will apply to al
FLETC personnel who are involved with the devel opnent and
presentation of FLETC courses in basic (conmmon and integrated)
and advanced training progranms. This guidance will apply to
course devel opnent and revi sion begun after the publication date
of this directive.

3. CANCELLATION. FLETC Directive (FD) 91-01.B, Standardized
Lesson Pl ans, dated Septenber 20, 1983, is cancelled and
superseded by this directive.

4. POLICY. It is the FLETC s policy that all courses will be
devel oped or revised in accordance wth the procedures set forth
in the Manual for Course Devel opnent, Attachment 1

5. REFERENCES.

a. FD 80-04. A, Forns Managenent Program February 26, 1988
b. FD 91-00.C, Course Nunbering System June 8, 1988

C. FD 93-01, Training Program Managenent, January 31, 1989
d. FD 80-05.B, Freedomof Information Act, July 7, 1988

6. DEFI NI TI ONS.

a. The Course Devel opnent Process is a series of actions that
produces an approved course of instruction. The process includes
witing, revising, and approving performance objectives, nethods
of evaluation, lesson plans, and instructional materials.

b. The Devel opnent Team consists of instructors who are
responsi bl e for the devel opnent, revision, and mai ntenance of
assi gned courses and related instructional materials, and a
Trai ni ng Research Anal yst (TRA) who provi des gui dance, as
requi red, on the course devel opnent process. To encourage
col | aborati on anong di vi sions and provide continuity of
instruction within a program the team may al so i ncl ude nenbers
from other divisions who can provi de speci alized know edge or
expertise. The teamis encouraged to include other resource
persons as needed.




FD 94-01 -2-
11-08-93

C. The Devel opnent Team Leader is an instructor assigned by
the branch chief to participate as a working team nenber and be
responsi bl e for coordinating a course devel opnent process.

d. Test itens are witten test questions and/or performance
t ests.
7. RESPONSI BI LI TI ES.

a. The Ofice Director approves dissem nation of non-Freedom

of Information Act (FO A) requests for |esson plans from sources
ot her than FLETC entities and participating organi zations. (Al
requests citing the FOA will be forwarded i mediately to the
FOA Oficer, Building 94, in accordance with paragraph 5.d.)

b. The Division Chief: (1) Proposes and authorizes new
course devel opnent in coordination wth the appropriate program
manager based on recommendations from curricul um conferences or
as new course requirenents are identified; (2) ensures the
routi ne dissem nation of new and revised | esson plans to support
all like training anong all FLETC facilities; and (3) approves
witten requests fromparticipating organizations for | esson
plans wwthin their area of responsibility.

C. The Branch Chief, or equivalently titled supervisory
position: (1) Approves new course devel opnent; (2) ensures the
periodic review of existing courses for possible revision; (3)
sel ects the devel opnent team nmenbers fromthe division; (4)
assigns a team |l eader; and (5) assigns a course or courses for
devel opnent or revision. Wen there is no branch chief, the
di vision chief may del egate this responsibility.

d. The Program Manager: (1) Proposes and aut horizes new
course devel opnent in coordination wth the appropriate division
chi ef based on recomrendati ons from curricul um conferences or as
new course requirenents are identified; and (2) approves the
per formance objectives for the Center courses in assigned
progr amns.

e. The Supervisory Training Research Analyst., Research and
Evaluation Division, Ofice of General Training (OGI): (1)
Assigns a TRA to the devel opnent team (2) directs the TRA to
ensure the overall quality of objectives and test itens (witten
and performance); and (3) ensures that witten test itens are
entered into the test bank.




- 3- FD 94-01
11-01-93

f. The Devel opnent Team (1) Devel ops and revises
performance objectives, witten and perfornmance test itens,
| esson plans, student texts, and student handouts as assigned;
(2) coll aborates anong divisions; and (3) ensures the continuity
of course instruction wthin a program

g. The Training Research Analyst: (1) Serves actively on the
devel opment team as a consultant; (2) ensures that the objectives
and the test itens (witten and performance) are constructed in
accordance with sound educational principles; and (3) provides
ot her assistance with the course devel opnent process as needed.

h. The Devel opnent Team Leader participates as a working team
menber and coordi nates the efforts of the devel opnent team

i, The Chief, Program Support Division, OGI, maintains the
official current and historical files of all FLETC | esson pl ans
and rel ated course naterials.

8. DI SSEM NATI ON OF FLETC LESSON PLANS

a. Non- FO A requests. The appropriate division chief wll
routinely dissem nate new and revised | esson plans to support al
i ke training anong the FLETC offices. Additionally, division
chiefs may di ssem nate any FLETC | esson plan to other FLETC
of fices and, upon witten request, to participating organization
training officials. The dissem nation of FLETC | esson plans to
ot her than FLETC or participating organization training
officials, if the request does not cite the FOA, may be nade
only upon approval by the office director responsible for the
course. Care nust be taken by office directors when making the
determ nation to release | esson plans in order to protect those
portions that would be exenpt from public disclosure under the
FO A because the information "woul d discl ose techni ques and
procedures for | aw enforcenment investigations or prosecutions, or
woul d di scl ose guidelines for | aw enforcenent investigations or
prosecutions if such disclosure could reasonably be expected to
risk circunmvention of the law' [FO A Exenption (b) (7) (EBE)].

Upon approval, the office director or division chief wll request
di ssem nati on be made by the Program Support Division to ensure
that the nost current docunent is distributed.

b. FAO A requests. All requests citing the FOA wll be
forwarded i nmediately to the FLETC FO A Oficer. D ssemnation
of lesson plans by the FOA Oficer will be acconplished in
accordance wth disclosure guidance provided by the Treasury
D sclosure O ficer.
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9. SUPPLY OF FORMS. The Course Devel opnent Process Form
FTC- OGT- 68, required by the Manual, is avail able through the
Medi a Support Division, Ofice of Adm nistration.

10. CFFI CE OF PRI MARY | NTEREST. O fice of General Training.

/s/
Charl es F. Ri nkevich
Di rector

At t achnment
(Contact FLETC/ MAD for Attachnent)



